GP11: EMPLOYER ACCOUNT TRANSACTIONS AND BALANCES

Employer account transactions and balances

In this guided practice, you will learn how to:

B review employer account deduction report receivables and transactions, and

B review payment history.

Reviewing employer account deduction report
receivables and transactions

MyTRS enables users to review all transactions, including deduction reports and payments, on
the Transactions tab, and to select filter criteria to view a sub-set of transactions.

Note Deduction reports in Initial status will not appear in the Transactions tab until they are
submitted to the MTRS for review, at which point the status changes to Pending.

Note Working in the Deduction Reports tab is covered in GP9 — Deduction Reporting Part-2 —
Report Processing.

1) Click Review Employer Deduction Reports, Billing History & Payments on the Home page
or in the “I Want To:” menu.

Thursday, February 17, 2011 | Welcome Barbara Gordon | Want To ;I Account Settings | Logout

l!!l%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

PLEASE NOTE: Using the browser's back button within MyTRS may cause your session to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

Employer Management News and Alerts
e View Employer Information

o View/Update Payroll Calendar
e Review Employver Deduction Reports, Billing History & Payments _

e Process Your Online EFT Payments

Your Members

e View/Update Member Information
e Register Employee

Import/Export Files

e Import MTRS Deduction Report

Administration Functions

e View/Update Your Password and Other Account Settings

The Transactions tab appears.
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GP11: EMPLOYER ACCOUNT TRANSACTIONS AND BALANCES

Thursday, February 17, 2011 | Welcome Barbara Gordon | Want To: ;] Account Settings | Logout

! ! !52! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM :

Home » Employer Management » Review Employer Reports, Billing History & Payments

MG Deduction Report  Payment History

Employer: 9005 GOTHAM PUBLIC SCHOOLS

Criteria
v View: [Deraun sl _Add [ save [ Delete ]
Trans Status: 0 en __[, Trans Types: [ =] Activity Start: [/ / _—_’ Activity Stop: [/ / :]
Fund Columns: IF"‘: Groups ,I Totals: ITotsls ,I Reporting IA” ,I Trans#: | ]
Agency:
_ Filkter | | Clear |
Transactions
[ View Trans. |
=
+ Controls
. Transacti o= Activity i
Active Trans# Dr:tl:i o Status Type Identifier D;ttl:t’, ;P;eezggtmg AS Balance Total Balanc
n 7905 02/14/2011 05-2010 Deduction Report 05/01/201 $7,136.31 $7,136.
Report
$7,136..%
| | ©f

Note All of the data found on the Transactions tab can be sorted, filtered, and exported by
using the controls toolbar. For detailed instructions on using the controls toolbar, please
see Reference Guide 4: Using the controls toolbar in MyTRS.

Note The Total Balance column in the Transactions section displays the balance on each
transaction and a cumulative total for the account.

2) Change the Trans Status from the Open (default) to All. The Criteria section contains filters
that enable a user to select the viewable rows in the Transactions grid.

Criteria
v View: [Darzur Il _Add | save | Delete ]
Trans Status: IA” 'I Trans Types: IA” ;l Activity Start: | / / j Activity Stop: | / / j
Fund Columns: [ NN Totals: ITota)s ,I Reporting [z ,I Trans#:
Agency:

__ Filter |
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GP11: EMPLOYER ACCOUNT TRANSACTIONS AND BALANCES

3) Click Filter to refresh the Transactions grid.

Criteria
¥ View: |D~e‘a|..lt ;I
Trans Status: T

I Open
Fund Columns: I Fund Groups

]

Fiter | | Clear

- > | - -

L

The Transactions grid will refresh to show all transactions.

Thursday, February 17, 2011 | Welcome Barbara Gordon l. Want To: ;] Account Settings | Logout

RS

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

GOTHAM PUBLIC SCHOOLS

Home » Employer Management » Review Employer Reports, Billing History & Payments

MLl Deduction Report  Payment History

Employer: 9005 GOTHAM PUBLIC SCHOOLS

Criteria
v View: [Tz sl _Add [ save [ Delete ]
Trans Status: = Trans Types: IA” ;I Activity Start: | / / _—_I Activity Stop: :1
Fund Columns: IFL,.,: Groups ,I Totals: ITolals ,l Reporting [z ,l Trans#:
Agency:
Filter | | Clear |
Transactions
[ View Trans. |
+ Controls
2 Transacti = Activi
Active Trans# Draatr:: el Status Type Identifier B;tt':ty seegg;tmg AS Balance Total Balanc
7505 02/14/2011 Open Deductlon 05-2010 Deduction Report 05/01/2010 $7,136.31 $7,136..
n 7904 02/14/2011 Dep.Date 02/14/2011-Check # -Trans 02/14/2011 so.oo
# -7904

$7,136.. 7|
| | ©f

Massachusetts Teachers’ Retirement System 3



GP11:

EMPLOYER ACCOUNT TRANSACTIONS AND BALANCES

4) To view information for a selected transaction, click View Trans. The Transaction Details

pop-up window appears.

/> Transaction Details - Windows Internet Explorer
% https:/fv3uat.trb.state.ma.usfuattest/app?service=external/EmployerPages: TransDetailPage&sp=I7905

Transaction

Trans#: 7905

Tvpe: Deduction Report

Identifier: [05-2010 Deduction Report

Operator: |

Contribution
Date:
Transaction [ |
Process Code:

Transaction Status

Inserted By: |hgordon3005
Updated By:
status:

Edit ][ fiew ][ approval ] Interest Details Show Fund Group Details
+ Controls
Active Approval Required Activity Date Type Identifier Ann. Savings = Total Amount
“ 05/01/2010 05-2010 Deduction Report $7,136.31 $7,136.31
$7,136.31 $7,136.31
[pone [T [ [ | & mntemet [a - [®1w0% -~ »

5) Click the X in the upper right corner to close the Transactions Detail window.

/= Transaction Details - Windows Internet Explorer
% https:/fv3uat.trb.state.ma.usfuattest/app?service=external/EmployerPages: TransDetailPagedsp=I7905

JRT=TE]
s

Transaction

Transaction Status

You have completed reviewing employer account deduction report receivables and

transactions.
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GP11: EMPLOYER ACCOUNT TRANSACTIONS AND BALANCES

Reviewing payment history

The payment history tab displays only payments in a grid format. The default view for the
screen shows open payments but users can view open, closed or all payments. The Payment
Amount and Remaining Amount columns indicate which payments have or have not been
partially or completely applied.

1) Click Review Employer Deduction Reports, Billing History & Payments on the Home page
or in the “I Want To:” menu.

2) Click the Payment History tab.

Home » Employer Management » Review Employer Reports, Billing History & Payments

MLl LE Deduction Report  Payment History _

The Payment History tab appears.

Thursday, February 17, 2011 | Welcome Barbara Gordon || Want To ~| Account Settings | Logout
l! !52! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM
Home » Employer Management » Review Employer Reports, Billing History & Payments
Transactions  Deduction Report [N da =418
Employer: 3005 GOTHAM PUBLIC SCHOOLS
Payments
Al -
Received Date = Batch Reportin Payment Payment Remainin
v No Pe:od ° Ty;e Shecioo fund Amyount Amount °
“ Direct Annuity Savings $29,847.78 $29,847.78
Deposit
01/20/2011 10 01/2011 Direct Annuity Savings $31,761.6
Deposit
01/06/2011 10 01/2011 Direct Annuity Savings 5
Deposit
12/23/2010 10 12/2010 Direct Annuity Savings
Deposit
12/09/2010 10 12/2010 Direct Annuity Savings
Deposit
11/26/2010 10 11/2010 EFT Annuity Savings
11/10/2010 10 11/2010 Direct Annuity Savings
Deposit
10/28/2010 10 10/2010 Direct Annuity Savings
Deposit
10/25/2010 10 09/2010 Check Annuity Savings
10/25/2010 10 09/2010 Check Annuity Savings
10/25/2010 10 09/2010 Check Annuity Savings
10/14/2010 10 10/2010 EFT Annuity Savings
09/17/2010 10 08/2010 Check Annuity Savings
09/17/2010 10 08/2010 Check Annuity Savings
08/09/2010 10 07/2010 Check Annuity Savings
08/09/2010 10 07/2010 Check Annuity Savings
08/09/2010 10 07/2010 Check Annuity Savings
07/20/2010 10 06/2010 Check Annuity Savings
07/20/2010 10 06/2010 Check Annuity Savings
07/20/2010 10 06/2010 Check Annuity Savings
07/15/2010 10 05/2010 Check Annuity Savings
07/15/2010 10 05/2010 Check Annuity Savings

You have completed reviewing the employer’s payment history.

You have completed this guided practice.
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